% i oo r" BHRES : CFAY-004-02-05
Znlh g
g E:
VACANCY ANNOUNCEMENT Closing Date 12 Sep 05
]ﬁEOEf ;ssue 30 AUg 05
1.ERTE R Job title (F#k Grade 5 /FBFFEHILAD 3 ) SEAH 4. B S &EBH Area of Consideration
Administrative Specialist, #10 No. of Recruitment | P 3 MLC/IHA )€€ 8 (BRFEKM)
Current MLC/IHA Employee within Activity
(EEEMR) X P AR
. N . I MLC/IHA X E(REIEN)
|Z$VK§E§EI€E£ -F;;’-fg Acceptabllzlrr{;ie;]-‘evel: lli‘l‘ o 1 £ | Current MLC/IHA Employee in commuting distance
AR BEZR ?/\ =R D IEMLC/IHA{E%E(%EE*E)
Administrative  Blue Collar Trade Security Medical Current MLC/IHA Employee Japan Wide
2.E0BK Activity X4} &% Off Base Applicant
Commander Fleet Activities, Yokosuka =
> 5. T f Empl t
Safety Office, Training and Administrative Division (Code 004T) Izﬁi(g@ﬁ ybe of Biploymelt
i}]i}’ﬁiﬁﬁﬁ Working Place:*ﬁ?ﬁﬁm 5E| HT Tomari-cho, Yokosuka D IHA
3. B 5B Work Schedule (38 40 FEREIHl hww) [ BsRE %l HPT
#0758 Work Days: ABEBM 5&EH Monday ~ Friday [X] & F3 Permanent
ENFSEFRE - KR8 Work Hours/Recess Period: 0745-1630/1145-1230 [ BR5E Limited Term (___» 8 Months )
[] % &) Night Shift X 7% Overtime X] Hi3E Business Travel T
6. B FEMZA Duties

See attached task list.

1.EREH. BEEHE Qualification/Physical Requirements
a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does not have such work
experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.
b. Must have GOJ class 1 large sized vehicle driver’s license.
. Knowledge of the programs and operations of the Driver’s Licensing Office.
. Knowledge of traffic law/safety regulations to educate and examine SOFA and local nationals applicants.
. Skill in operating office automation hardware and software such as Windows NT, Microsoft Office (Word, Excel, Access and PowerPoint) and

Communications.
. Skill in operating class 1 large sized vehicle.
. Ability to demonstrate and educate safety-driving techniques.
. Ability to speak, read, and write English at fluent proficiency level (LAD-3).

Ability to speak, read, and write Japanese at native language level.

An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as below.

1-4: a. One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work experience,

completion of 4-years college/university in any field may qualify him/her at 1-4 level.
b. Must have GOJ class 1 large sized vehicle driver’s license.
c. Skill in operating class 1 large sized vehicle.

(Note) The selectee of this position must successfully pass driver’s license examinations and get class 1 tractor driver’s license, large sized
special equipment driver’s license, and several heavy construction equipment operator’s permits.
* A handicapped applicant may be accepted, depending upon the degree and the kind of disability.
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* & Brae

;1 EE il English Language Proficiency : D le\g 75 L None D *)J ff‘& Basic D EF‘ ﬁ‘;& Intermediate |Z|J: ﬁ"& Advanced DCIL’#E{ZL (1)) ﬁlé | Exceptional

2 PE Educational Background : N/A | REFEE.1E T EI License/Certificate Required : 7/8 #ZH8  See block 7&8

8.12H 3 5 1 M Application and Associated Documents BEFE R R Working Condition
*X]Ze FE I8 FAAE Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil Driving or boarding
*[X B PR 7542 FE B Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil examination vehicle.

*MEAIL Complete * in [ ] HAFE T Japanese [X| EFET English [] £5 5 T4 Either
XEEDREAZFEHAT 5 L DDE L Copy of English Proficiency Certificate
X BABRRTOE 1 A EHEEIRRIFIIDE L Copy of GOJ Class 1 Large Sized Vehicle Driver's

License

X 80 AYIF ZR5fT L. WHEDHEES I K4 ZRWUVBEAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

FILEH 5 for Job Inquiries e 5 Office to Submit E B For Official Use
SELHEBHES Office’POC T238-0001 w51 RIEAEE H/HHT 1 Fih, Box 22 PD No: CFAY-004T-007
Management Office, CFAY A& TR 1 banchi Tomari-cho, Yokosuka, Box 22 PD is accurate and current.

" X3 B =y = A E Certified by Activity: ts 8/19
Mr. Sato/Ms. Ishihara ‘fZEH—?iE /= *lﬁﬁ*ﬁ/ﬁﬂgiﬂﬂf (=] A% HBEFH n% (HRO) ertified by Activity: ts
COMNAVFJORJAPAN, Human Resources Office Yokosuka (HRO),
DSN 243-8148 / 8143 MLC/IHA Employment Office (N131D) HRO: ah8/30 yk 8/30
NTT 046 (816) 8148 / 8143 046 (816) 8152 (DSN) 243-8152

EEBEEZHEZLTWEWMES. BEORRIZH Y FH A, Incomplete applications will not be considered.
RESINFIEHEELHILHIERL LEEA Submitted applications will not be returned.



PDH CFAY~064T- oo
ADMINISTRATIVE SPECIALIST

1. Performs various administrative duties in the Driver's Licensing Ofiice. This work requires
thorough knowledge of the programs and operations of the Driver's Licensing Office. Decisions
affecting outside organizations and policy matters are referred to the Safety Manager.
Frequently interacts with the CFAY Security Detachment, other Navy organizations and
Kanagawa Prefectural agencies. 10%

2. Raw data is obtained from these organizations, and then the data is ¢ntered into a database
and analyzed utilizing an Excel spreadsheet program. The incumbent is responsible to look for
trends and develop reports to inform the command of vehicular accident trends and propose
methods of how to reduce accident rates. 10%

3. Interacts daily with community members ranging from youth to spouses to high-ranking
officers. Interaction includes providing information, receiving applications and other paperwork,
providing instruction, testing, examining and issuing licenses. Interactions with these
community members involve very different skills than when issuing standard Government
vehicle licenses. 30%

4. Indoctrinates newly arriving drivers in defensive driving procedures, safety rules and
regulations, and military and local traffic laws. Instruct drivers in the proper operation and
utilization of Government vehicles, and proper use of all forms and reports needed in the
operation of government vehicles. Administers and/or conducts applicable knowledge and
driving skills tests for members requesting driver's licenses. Determines test scores in
accordance with applicable standards. Receives, verifies, processes, and files records of
personnel qualifying for all levels of operator's permits and licenses. Issues Government vehicle
operator licenses to various low and mid-grade military, U.S. civilian and Japanese workers.
45%

5. Performs other related or incidental duties as assigned. 5%




